1.
Principal Investigator
Department of Immunology

Other Departments
If the PI has joint appointment, co-investigators or other key personnel from other departments within the University involved in the project, eGC1 approval from those Departments will be needed.
Dean's Office (School of Medicine)
The application will also be electronically routed to the Dean's Office for approval. The proposal reviewers in the School of Medicine. Janell Douglas currently oversees this activity for the Dean's office.
Office of Sponsored Programs (543-4043; fax 685-1732)
After the proposal has been approved by PI/departments/SOM it will be electronically routed to the Office of Sponsored Programs. The final proposal needs to be in OSP 5 working days in advance of the deadline. If your proposal requires only OSP signature you may attach to the eGC1; one pdf file of the entire sponsor packet and one pdf file of any signature pages requiring OSP signoff. If your proposal includes paperwork that has been signed by others (i.e. applicant, chairman, etc) and requires OSP signature, deliver a copy of the proposal and eGC1 routing page to OSP. Indicate to OSP which form requires their signature.
Just-In-Time:
If an application has a fundable score, the following Just-in-Time information needs to be gathered and procedures followed:
Animal Care Committee:
If the proposed project uses animals, all funding agencies require an acknowledgment that the University of Washington adheres to humane animal practices. Take a copy of the eGC1 routing page, the grant page requiring the animal use approval date, and a copy of the grant application to the IACUC Office, T252 HSB and leave in the mailbox indicated "Grants for Signature". If the principal investigator does not have a current animal protocol pertinent to the application being submitted or changes need to be made to their current protocol, they will need to fill out a new application or significant change request prior to IACUC signature. This will need to be submitted along with the eGC-1 form and copy of application. Forms can be downloaded from the University home page (address: https://depts.washington.edu/iacuc/).
Human Subjects:
If the proposed project involves human subjects (either directly or through records or other data such as specimens or autopsy materials), the research requires human subjects review. A Human Subjects Review Committee application form (UW 13-11) needs to be completed and submitted to the Human Subjects Division, Box 355752. The Human Subjects application can also be submitted concurrently with the grant application. Please note that you must include a copy of all relevant information (grant proposals, drug or device information, consent forms, questionnaires, test instruments, advertisements, debriefing statements, contact letters, etc.). If the PI has currently approved Human Subjects protocol, please make sure to include the protocol number and approval date on the eGC-1. The Office of Sponsored Programs will verify with the Human Subjects Office that they have all the appropriate paperwork. Forms can be downloaded from the University of Washington home page (address: http://depts.washington.edu/hsd/).
Other Support:
Updated other support will be required as part of JIT information for NIH grants.
Depending on funding agency, once JIT information has been received, this information can be uploaded to the ERA Commons for submission by OSP or once the Office of Sponsored Programs has received all of the JIT information, they will sign off on the application and will notify you for pick-up.
Submission of Application:
As noted above, most applications will be submitted electronically, either by OSP (for all NIH applications) or by the Department (private foundation). Each funding agency has different requirements regarding submission of the application; read the instructions carefully. If the application is to be mailed, the Department's central office will help the principal investigator to make the required number of copies for the funding agency plus one copy for the Department and one for the principal investigator. The completed grant packet is mailed by express mail to the funding agency. Always use the departmental funds (see Administrator) when mailing grant applications. Enter the date, grant and PI, etc. into the Pending Grant Database.
File Set-Up
Pending grants are entered into our grants database and filed in the main Administrative office. If a grant is not funded, or the Principal Investigator does not accept the award, the application is kept for one year after denial and then destroyed.
Once a grant has been awarded, prepare a four-part, gray folder with the following labels from the front to the back inside covers for each grant application:
The grant file will reside in the Department Fiscal Office, H564.
Award Establishment
After the award has been received the PI is provided with the new budget number, a copy of the award notice, a copy of GIM 2 and the Signature Authorization form. The PI notifies fiscal staff of any individuals that should have the ability to authorize expenditures on the grant. The PI will sign and return the authorization form. The original Signature Authorization form remains in the grant file and a copy is kept in the Fiscal Office.
A spreadsheet is prepared to track and project expenditures on the grant. The Fiscal office will create files in H575 for storage of Purchase orders, eProcurement orders, Misc Expenses and reconciled BARs/BSR's.
